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PURPOSE
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ABSTRACT

and Greenville Technical College
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Greenville, SC 29602

July 1, 1983 through June 30, 1984

To develop a continuous line of vocational training
in similar Auto Body Repair programs so that students
may continue their career/vocational education at the
secondary and post-secondary levels without loss of
time or waste of effort in repeating tasks that have
been mastered previously.

To provide a system where teachers can cooperate
effectively in providing a2 continuous occupational
development program where the level and type of
training that leads to entry-level employment skills
will be clear to students, teachers, other educators,
and potential employers.

Auto Body Repair instructor representatives from the
two secondary level career centers ©of The Schonl
District of Greenville County and the post-secondary
level Auto Body Repair Department Head from Greenville
Technical College were brought together in task force
committee meetings and workshops to survey very
similar areas Of vocational training to identify
possible overlaps or gaps as students continue auto
body trzining f£rom the secondary level to the post-
secondary level. 1In addition, lateral articulacion
of machine shop programs at the secondary level was
promated.

This Articulated, Performance-based Instruction
Objectives Guide for Auto Body Repair, was developed
by the Task Force Committee on Auto Body Repair to
facilitate articulation. The Task Force Committee,
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RESULTS:

by the task analysis process, identified the minimum
essential competencies for the secondary auto body
repair graduate to continue training at the next
higher level of education or for successful initial
entry into the labor market in the trade. Major
objectives for competency were stated, performance
to obtain the objectives were clarified, enabling
actions were identified and placed in sequential
order, instruction time was estimated, and performance
standards were stated. Finally, outcome-referenced
(criterion-referenced) measures ©of performance were
developed as a guide in articulating (articulation).

As a result of the project development phase, the
Articulated, Performance-based Instruction Cbjectives
Guide for Auto Body Repairr was developed. This
articulation guide, however, is not a final preduct
since it must be field trial tested and revised.
Modifications and improvements to the guide are ex-
pected since the process of education must be
continually reviewed to ensure that objectives are
valid and are being met as best they can be met under
given conditions.

Prior to development of this articulation guide, an
Articuliation Policies and Procedures Guide was
developed tO aid articulation activities and was

used to direct program and product (guide) development
activities.

Workshop guides, developed and refined during an
earlier phase of the program, were used to assist
task force committee participants in obtaining task
analysis data, writing performance~based objectives,
identifying performance actions to reach the objec-
tives, stating performance standards, and developing
outcome-referenced tescs., These how-to-do-it guides
are usable at the instructional level as well as at
the supervisory level.
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PREFACE

This Articulated. Performance-based Instruction Objectives Guide
is based on the following ASSUMPTIONS:

l'

The grouping ¢f :asks is more conducive to skiil development
in vocational education.

Potential emplovers probably would prefer an employee well
educated in the bazics with more detailed on-the-job training
provided by the employer.

Among topics that should be included in vocaticnal education
are; safety, career opportunities, how to get and keep a job,
and the job attitudes that often are the key to employee
success and job retention. i
A premise of the articulated, performance-based instruction
guide is that it is absoi.utely essential that career/
vocational education/training be based on the knowledges,
skills, abilities, and personal characteristics that are
important to success on the job., if the vocational program

1s going to validly serve the needs of students and potential
employers of the community.

Another premise in the articulated instruction guide is that
vocational education can no longer be developed according to
program titles, be time-based, lack flexibility, or overloock
basic fundamentals 1Lf the program 1s to meet the needs of a
constantly changing workforce, meet the needs ©f students and
employers, and be ©0f the highest quality.

Substantial research clearly irdicates that ins ructional
technology and accountability demands are increasing the
movement toward the use Of instructional Systems

The systems approach, a method of organizing the instructional
situation, mechods, media, materials., and equipment sSo that
the maximum knowledge and skill development may be achieved,

is promoted because it directs its attention toward teaching
the observable behaviors that the vocational student should
possess at the termination ©¢f instruction.

The instructional program described in this articulated,
performance~based instruccional objectives guide has been
assembled by participating instructor task force committee
representatives representing The School District ©f Greenville

v
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County and Greenville Technical College and it is based
on the concept that the minimum tasks described should be
those identified for successful entry level employment
according to local task analysis information, state-of-
the~art literature, similar/:zelated research/publications,
and the expertise ©of the instructor participants.

The articulated instruction guide illustrates one way the
(secondary) curriculum may be organized. The example is
not intended to imply that there are not other ways to
structure the curriculum.

The acticulated instruction guide should be preczived as
a vehicle to facilitate the development of alternate,
detailed instructional plans for the individual learner.

While the cobjectives in this guide typically have been
arranged in a sequence from less to wore difrficult in
performanve or as they might occur on the Jjob, the seguence
of tasks is not meant to indicate a required pattern.

The "suggested minimum instruction times" are included for
planning purposes and may be extended as required for the
completion of task objectives. An underlying premise of

the articulated instruction guide is that it is more de-
sirable for the student to complete some objectives and

gain some employable skills rather than to be introduced to

a large number ©£f tasks and not acquire any employable skills.

The actual amount ©f time required for each task objective
may vary according to the local program objectives and
depending upon :he individual needs of the learner, the
instructor, and the facilities/materials available.

While it may »ecome necessary to modify the vocational
program from the articulated guide description, a lowering
of the minimum standards (competency level) recommended
(typically by industry) should be avoided to ensure that
the program graduate can demonstrate a minimum performance
essential to employment success.

This articulation guide was drafted in a period of less
chan twelve months sO that a product production deadline
of twelve months might be met.

1f the vocational program was too complex to describe in
one-~-vear because ©f the number ©f major tasks, emphasis
was placed on successifully describing the first year of
the two-year, secondary level, vocational program so that
there would be a foundation for further development.
Completion of the second year prodram tasks were described
as the remaining time allowed.

Because ©f a restricted develcopment time frame, emphasis
was placed on developing a sound and valid articulation
guide which might be refined at a later date.

Greenvilie, SC W.E.H.
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. AUTOMOTIVE BODY REPAIR I

LEVEL: Seceondary

TITLE: Automotive Body Repair I

DESIGNATION: AUTO BODY REP I COMPUTER WUMBER: 780
DESCRIPTION: Auto Body Repair is designed to provide the

student with training in the technical knowl-
edge and basic skills of auto body repair
through classroom instruction and shop
experiences.

During the first year, emphasis is on
biiilding fundamental skills in welding, lead-
ing, brazing, metal shaping, straightening
and smocothing, and refinishing. First year
students typically learn their skills working
¢n ¢ld hoods, deck lids, turret tops, etc.,
with work on live vehicles reserved primarily
for second year students. First year students
learn to weld breaks or cuts in parts, rough
parts into their original shape, smooth

. through dollying, and £ill with lead or
plastic body fillers.

Classroom subjects typically representing
approximately the first four weeks of the
first year include: Orientation to auto body
repair; career exploration; safety; basic
instruction in use ¢of hand tocols, power equip-
ment such as the disc grinders and sanding
machines, acetylene welding equipment funda-
mentals necessary %o begin practicing repairs
of damaged sheet metal pParts such as hoods,
fenders, and deck lids; as well as oxy-fuel
welding, soldering, leading, and brazing.

Addition topics that generally are covered
during the first year are; introduction to
abrasives, metal bumping and straightening,
refinishing, and fastening devices.

OBJECTIVE: By the end of the first vear, the Auto Body

Repair student should be able to explain the
career requirements and opportunities of the
auto body repair field. The student should
have developed the minimum knowledge, skills,
and attitudes essential to the use of basic

. hand tools such as: hammers, deollies, body
files, grinders, and sanders as well as welding,
brazing, and lezading tools in metal shaping
and smoothing.

1




PERFORMANCE
EVALUATION:

PREREQUISITIES:

SUGGESTED
PREPARATION:

Evaluation of competency will be by outcome-
referenced tests with emphasis on transfer
type tests and measures of job performance.
Competencies will include; identifving and
selecting materials, operating and maintain-
ing tools and equipment, performing metal and
non-metal repairs, refinishing surfaces.
removing and replacing parts, removing and
replacing interior and exterior trim, and
describing careers requirements and oppor-
tunities in auto body repair.

None
Suggested Grade Level: 11

For optimum success, the auto body student
should possess the math skills to accurately
measure in fractions with a ruler, to read
metric measurements, to figure ratio and
proportions for mixing paints, and to perform
addition and subtraction to estimate the cost
of repairs.

The auto body student must be able to read and
understand terminology such as melting point,
clearance, and air pressure The repairman
must be able to read and follow instructions
in sequence and understand technical product
information and part/supply manuals/catalogs.

Helpful high school courses for the Auto Body
student include; Applied Math, Physica
Science, Industrial aArts, Prevocation, and
Art.

REQUIRED INSTRUCTION HOURS:

LEVEL:
TITLE:
DESIGNATION:

DESCRIPTION:

System Year
Division |Class/Lab
Credits 3
Hours 540
Secondary

Automotive Body Repair 11
AUPO BODY REP 1II COMPUTER NUMBER: 781

Students who have demonstrated the special
interest, aptitude, and ability for Auto Body
Repair Il will continue their preparation to
enter employment in the auto body repair field
or to continue their career training at
Greenville Technical College.

* 1




OBJECTIVE:

PERFOFMANCE
EVALUATION:

Second year students will learn to repair and
align auto bodies and frames, as shop equipment
allows, and the fundamentals of removing and
installing glass. Students will refinish and
paint small parts or sections to learn the
effects of undercoating colors and different
kinds of paints such as enamels, lacquers, and
acrylics.

Advanced skills taught during the second year

of auto body training typically will feature:
Electrical systems; trim, accessories, and hara-
ware; glass replacement; (MIG) welding advanced
panel repair and replacement: advanced body and
frame alignment; painting and refinishing; and
estimating and appraising costs of repairs.

The second year of training will emphasize:
Safety; advanced skills with power equipment and
tools; advanced practices in oxy-fuel welding,
brazing, soldering and arc welding; detailed
instruction in abrasives; metal bumping and
straightening; detailed automotive finishing as
well as body and frame construction; use of shop
manuals, specifications, etc.; and body hardware
and trim.

Second year shop work will feature added practice
in welding, brazing, leading, metal straightening,
use of plastic fillers and refinishing. Emphasis
will be on jobs with minor collision damage in-
cluding refinishing damages sections and exterior
trim such as moldings, bumpers, etc., and the
replacement of some glass.

Upon completion of the second year of training,
the graduate should be prepared to successfully
enter the trade as a knowledgeable apprentice.

Given typical auto collision situations or auto-
mobile bodies needing refinishing, the necessary
tools, equipment, machines, and materials, the
Auto Body Repair graduate will be able t0 examine
damaged vehicles and estimate costs and repairs.
Additional competencies that the graduate will be
able to demonstrate include: Remove and replace
upholstery, accessories, electrical window-and-
seat-operating equipment, and body trim to gain
access to the vehicle body and fenders. Remove
and replace glass. Place dolly block against
surface of dented areas and beat opposite surfaces
with hammer to remove dents. Fills depressions
with solder or plastic material. Removes exces-
sively damaged feuders, panels and dgrills, using




ADDITIONAL
OBJECTIVES
AND SKILLS:

PREREQUISITES:

wrenches and cutting torch, and attaches
replacements by bolting or welding them in
position. Straightens bent frames using hydrau-
lic jack and pulli.g device. Files, grinds,

and sands and repairs surfaces by painting with
a primer coat and sanding it smooth. May finish
paint surfaces after performing body repairs.

In addition, the Auto Body Repair graduate will
be able to aim headlights, repair and replace
brakes, air conditioning, and cooling systems as
necessary to repair metal damage.

The graduate's performance should meet the minimum
industry standards as described in this Arxticulated,
Performance~based Instruction Objectives Guide for
Auto Body Repair.

Through cutcome-referenced measures ©f knowledges
and skills, the graduate will demonstrate the
competencies expected tO enter employment and
perform successfully in auto body repair or a
directly related field.

Paper-and-pencil type testing should emphasize
transfer type tests to encourage the prediction of
success at the next higher level of learning or on
the job.

Advanced secondary students who are able tO pursue
individualized study or who wish to continue their
career preparation at the post-secondary level
should develop skills and knowledges in the follow-
ing areas: Straightening, replacement and align-
ment of body parts; frame straightening; major
collision repair; job estimating and cost control
and appraisal.

Autometive Body Repair I

Suggested Grade Level: 12

REQUIRED INSTRUCTION HOURS:

[System Year
{Division | Class/Lap
iCredits 3

| Hours 540

TOTAL REQUIRED INSTRUCTION HOURS FOR SECONDARY PROGRAM:

System 2-Years
Division Class/Lab
Credits &
Hours 1,080

4
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WORKING
CONDITIONS:

JOB
QUALIFICATION:

The Auto Body Repairman should like to work with
objects and things, to do simple operations
perxfectly, and to effectively work with colors
and textures.

The repairman should be prepared to perform a
variety of duties which may change often, to
work with precise limits or standards of
accuracy, to rate information using measureable
standards, to figure cost-time estimates for
Jobs, £0 work with minimum supervision and take
responsibility, and to pay attention to decails.

The Auto Body Repairman should be physically
fit. The repairman should see well, with
correction as necessary, and should have satis-
factory color vision. The repairman should
have good eye-hand coordination and should be
prepared to work with a variety of power tools.
Typically, work requires the repairman to reach,
bend, stoop, squat, stretch or to work in
cramped, uncomfortable positions for long periods
of time. The lifting of heavy objects, high
noise, fumes, and dust are experienced in the
Job.

Auto Body and FPender Repairman, Cgode 17.0301
Auto Body Repairman, D.0.T. 807.381-010
Shop Estimator, D.0.T. 807.287-010

Auto Painter, D.0.T. 807.781.018

The Auto Body Repair graduate at the secondary
level after successfully completing the minimum
program outlines in the Articulated, prerformance-
based Instruction Objectives Guide for Auto

Body Repair wily be quarified to enter the auto
body tield as an apprentice repairman.

The primary areas of employment are the auto
body repair shop, typically found in the
dealership, and related industries.

Job areas might include: Auto body workman,
auntomobile-ccllision serviceman, body-and-
fender repairman, body-line finisher, body man.
dent remover, dingman, fender-and-body repair-
man, hammer-out man, metal shrinker, metal
worker, metal touch-up finisher, automotive
glass installer and frame repairman.

Related work might be found as part counterman
or parts salesman.

(9]
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EMPLOYMENT PROJECTION
AUTO BODY REPAIRER

The South Carolina Employment Security Commission has projected
a growth of approximately 27.3 percent in Auto Body Repairers

in the Greenville-Spartanburg area between 1978 and 1985. This
growth represents an estimated expansion of approximately 20
jobs from 1983 to 1985 when the estimated total tradesmen should
be around 360. This number may not fully represent the number
of practicing auto body repairers that may be earning their
living in the field, possibly as small businessmen or in related
service businesses.

South Carolina Occupational Projections, 1978-1985, Columbia, SC:
South Carolina Employment Security Commission (Research &
Analysis Department), p. 138, 1982.
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SECONDARY LEVEL
STATE DEPARTMENT OF EDUCATION
RECOMMENDED PROGRAM

AUTO BODY REPAIR

The South Carolina State Department of Education suggests that the
high school Auto Body Repair vocational education program should
consist of the basic technical knowledges and skills that are
necessary for the graduate to succeed in auto body repair work or
a directly related field. Classroom instruction introduces the
student to the fundamentals of the trade while shop experiences
provide an o¢pportunity for supervised repairs of actual collision
work or auto body refinishing. The State Department of Education
suggests that the secondary vocational program should include (but
not be limited to):

Safety tools and equipment
Welding

Soldering

Plasticizing

Parts replacement

Panel replacement
Metalworking

Body and parts alignment
Air supply and equipment
Hydraulic jacking edquipment
Mechanical repair
Refinishing

Electrical repair

Glass installation

15. Upholstery installation
Frame straightening
Supplies

18. Estimating

b=t pmd pmd et ps
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Outline of High School Credit Courses, Columbia, SC: SC State

Department of Education, p. 125 (locally edited).




POST~-SECONDARY LEVEL DESCRIPTION
. GREENVILLE TECHNICAL COLLEGE

AUTO BODY REPAIR

The automotive body repair and painting field is requiring an
increasing number of well-trained tradesman to meet the growing
demands for service in the repair and care of vehicles. After
gaining additional experience, many of these craftsmen choose
to become self-employed businessmen, body shop foremen, super-
visors, or managers.

The post-secondary auto Body Repair program is a four quarter
diploma program offering training in the technical and manual
skills required for realignment, repair, and refinishing of motor
vehicles,

The suggested sequence of required courses is:

FIRST QUARTER

1984 Catalog, Greenville, SC:
College, Auto Body Repair Department, pp.

8

|l

COURSE
NUMBER COURSE TITLE CLASS LAB CREDIT
MAT 112 applied Math I S 0 S
ABR 101 Tools and Equipment 2 3 3
. ABR 111 Structural Repair I 4 9 7
ABR 141 auto Sheet Metal & Frame
Gas Welding 2 _3 _3
13 15 18
SECOND QUARTER
ABR 112 Auto Sheet Metal Repair I 6 3 7
ABR 121 Structural Repair II 6 3 7
ABR 146 Shop Management 5 0 5
ECO 100 Consumer Economics 3 0 3
20 6 22
THIRD QUARTER
ABR 116 Refinishing I 4 6 6
ABR 122 Auto Sheet Metal Repair II 4 3 S
ABR 134 Trim and Glass 2 6 4
PSY 112 Industrial Human Relations 3 9 —
13 15 18
FOURTH QUARTER
ABR 123 Estimating Repairs 4 3 S
ABR 132 auto Sheet Metal Repair III 2 3 3
ABR 126 Refinishing II 1 9 4
ABR 118 Processes and Products 1 0 1
. ENG 126 Communications I 3 0 3
11 15 16
Source: Industrial Division, Greenville Technical College, 1982-

Greenville Technical

4~5, 1983,




FIRST QUARTER

MAT 112 APPLIED MATH I:

"Review Of basic operations of arithmetic and an introduction to
elementary algebra through linear equations in one unknown.
Industrial applications. Prereguisite: Satisfactory score on
math placement test." (5-0-5)

ABR 101 TOOL AND EQUIPMENT:

"Covers identification, proper usage, safety and maintenance to
be followed in the use of hand tools, power tools and special
devices used in repairing automobile bodies. Demonstrations and
practice sessions will be utilized to teach the student proper
procedure." (2-3-3)

ABR 1lli STRUCTURAL REPAIR I:

"A study of the automotive body frame and its related parts.
Through demonstrations and practical projects, the student will
learn methods of checking and correcting the alignment of the
automotive body." (4-9-7)

ABR 141 AUTO SHEET METAL & FRAME GAS WELDING:
"In this course the student will study the basic theory and
acquire skill in practice of gas welding., brazing, heating, and

shrinking and cutting of auto sheet metal and frame repair.”
(2-3-3)

SECOND QUARTER

ABR 112 AUTO SHEET METAL REPAIR I:

"Emphasis is placed on the identification and use of tools in
preparing metal for refinishing. "Bumping” and "dinging" are
demonstrated by the instructor and practiced by the student.
Materials and equipment used in grinding, smoothing, and filling
are co-ered in detail. Soldering and brazing techniques are
learned.”" (6-3-7)

ABR 121 STRUCTURAL REPAIR I1I:

"Repair of frames, body shells, and unit systems using frame

straightening equipment. Students will become proficient in

analyzing structural damage and repair of damaged members and
units." (6-3-7)

ABR 146 SHOP MANAGEMENT:

"an introduction to the business world, problems of small busi-
ness operation, basic business law, business forms and records,




financial problems, ordering and taking inventory, layout of
equipment and offices and methods of improving business and
employer/employee relations.” (5-0-5)

ECO 100 CONSUMER ECONOMICS:

"Emphasizes the role ¢f the consumer in our society. It includes
consumer decision making, money and marital happiness, money
management, consumer credit, intelligent shopping, financing a
home, transportation, health services, estate planning, and
consumer protection.™  (3-0-3)

THIRD QUARTER

ABR 116 REFINISHING I:

"A study of the equipment and materials used in painting and
refinishing. The properties handling and application of standard
lacquer, enamel, and -crylic lacquers are covered. Primers and
their application ove. "ody fillers are covered in detail.
Operations and maintenance of spray painting equipment, use of
proper thinners, taping and overall preparation of the auto

body are covered with emphasis on the applied phases ¢of the
work." (4-6-6)

ABR 122 AUTO SHEET METAL REPAIR II:

"An analysis of complex damaged areas. The student learns to
use a variety of techniques and operations in the repair of
sheet metal components, including doors and hoods. (4-3-5)

ABR 134 TRIM AND GLASS:

"A study of automobile trim which includes door panel, headliners,
upholstery, etc., and the removal and installation of trim and
glass." (2-6-~4)

PSY 112 INDUSTRIAL HUMAN RELATIONS:

"provides supervised experience and instruction designed to help
the student recognize and develop the traits necessary for goed
relations with fellow workers, supervisors, supordinates,
customers, and others. Through exercises involving awareness,
self-concept and self-evaluation, role-playing, and group and
individual problem solving the course helps to develop improved
interpersonal relationships.” (3-0-3)

FOURTH QUAPRTER

ABR 123 ESTIMATING REPAIRS:

"The student will learn to determine whether body parts are
repairable or must be replaced. Estimation of time needed to
make necessary body repairs, if the wrecked vehicle is repairable

10
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or should be declared a total loss, are covered in detail. Usage
. of repair manuals, crash books, parts books, and flat rate
manuals together with labor time involved teach the student how
to arrive at a dollar and cents estirale where the repairman |
can show a reasonable profit." (4-3-5;

ABR 132 AUTO SHEET METAL REPAIR TII:

"A study of advanced techniques of metal vepair, fiberglass, and
aluminum material. Students apply previcurly acquired skills on |
new metals and synthetics." (2-3-3:

ABR 126 REFINISHING 1I:

"This course covers a more thorough indepth study and practice

of refinishing automobiles using real work projects, such as
panel repair, spot repair and overall paint work." (1-9-4)

ABR 118 PROCESSES & PRODUCTS:

"Students learn the characteristics, uses, and advantages of the
various body repair products in common use in the industry.
Application and finishing techniques of the products are
emphasized." (1-0-1)

ENG 126 COMMUNICATIONS I:

. "An intensive review of English grammar and ‘an introduction to
expository writing to develop the competence needed t© communi~
cate effectively on and off the job."™ (3-0-3)




MODULE 1.0

Module 1.0, Introduction/Orientation, has becen designed to
represent introductory requirements of the vocational program
such as course policies, procedures, and safety regulations;
leadership training, desirable work attitudes and habits that
potential employers recommend be incorporated in secondary
instruction} career information; and basic math and related
skills necessary for success in the vocation.

some task objectives that are described in this first module
naturally will be learned early in the instructional program
while competencies in other tasks may result during the first
year or second year. For example, students must understand
the policies of the program very early in the first year but
may not develop competencies in job attitudes or career
information until the second year. Job habits and attitudes
typically will be taught during the entire two year training
program.

Units in this module:
UNIT 1.0 A INTRODUCTION/ORIENTATION
UNIT 1.0 B INTRODUCTION TO SAFETY

UNIT 1.0 C INTRODUCTION TO LEADERSHIP/
JOB COMMUNICATIONS

UNIT 1.0 D PREPARING FOR WORK

UNIT 1.0 E INTRODUCTION TO DESIRABLE JOB/LEARNING
CHARACTERISTICS/HARITS/ATTITUDES

UNIT 1.0 F BASIC MATH SKILLS

UNIT 1.0 G BASIC MEASURING

12
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AUTO BODY
. INTRODUCTION/ORIENTATION
SUGGESTED INSTRUCTION TIMES

AUTO BODY SUGGESTEL
MODULE/TASK HOURS

Unit 1.0 A INTRODUCTION/ORIENTATION

1.0l Review/Follow Career Center

Policies and Procedures 3
1.02 Orientation t0 Vocational

Program Classroom/Shop/Lab 1
1.03 Review Course Objectives and

Standards 3

Unit 1.0 B INTRODUCTION TO SAFETY

1.01 General Orientation 1
1.02 Identify Desirable Vocational
“raining Safety Habits 1
. 1.03 Observe Classroom Safety
Practices 1
1.04 Apply Fire Safety Rules
and Procedures 1
1.05 Apply Electrical Safety Rules
and Procedures 1
1.06 Personal Safety 1

Unit 1.0 C INTRODUCTION TO LEADERSHIP/
JOB COMMUNICATIONS

1.01 work Cooperatively With
Fellow Students N/A
1.02 Demonstrate Desirable
Characteristics ©f Leadership N/A
1.03 Participate in VICA Club
Activities N/A
1.03 Demonstrate Proper Use of
Parliamentary Procedure N/A
. 1.03 Communicate a Message by
the Medium of a Speech N/A
13
30




tnit 1.0 D

1.01

1.02

1.03

1.04

1.05
1.06
1.07
1.08

1.09
1.10
1.11

Unit 1.0 E

1.01
1.02

1.03
1.04

Unit 1.0 F
1.01
1.02

1.03

PREPARING PFOR WORK

Describe the Free Enterprise
System and the Difference
Between Labor and Management

Interpret Labor Laws and
Regulations

Interpret Payroll Deductions
for Taxes, etc.

Identify Typical Career
Opportunities

Locate Job Opportunities
Prepare Resume
Compose Application Letter

Complete a Typical Employment
Application Form

Interview for a Job
Compose Follow-up Letter

Identify Post-secondary Career
Development Opportunities

INTRODUCTION TO DESIRABLE JOB/
LEARNING CHARACTERISTICS/
HABITS/ATTITUDES

Describe Good Work Habits

Exhibit Successful Job
Per formance Characteristics

Exhibit Desirable Work Attitudes

Demonstrate Respect for and
Care of Auto Body Property

BASIC MATH SKILLS
Basic Math - PFractions
Basic Math - Decimals

Basic Math - Volumes

14
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N/A

1/2

1/2

N/A

N/A
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1.04 Basic Math - Arsas
1.05 The Metric System
Unit 1.0 G BASIC MEASURING

1.01 Measuring

&k

% &

TOTAL

* Integrated training
** Combined training

15
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TASK LISTINGS
AUTO BODY

MODULE/TASK DESCRIPTION

Unit 1.0 A INTRODUCTION/OCRIENTATION

1.01

1.02

1.03

Unit 1.0
1.01

1.02

1.03

1.04

1.05

{(Review/Follow Career Center Policies and Procedures)
Given information on career center policies and
procedures, apply these policies and procedures on a
day-to-day basis.

{(Orientation to Vocational Program Classroom/Shop/Lab)
Given information on classroom/shop or instructor's
policies and procedures, apply these policies and
procedures on a daily basis, meeting the standards of
the instructor 100 percent.

(Review Course Objectives and Standards) Given an
introduction to the vocational program, a review Of
the course objectives and minimum standards of perfor-
mance: describe the course objectives, and the minimum
per formance expected to demonstrate competency in
given objectives.

B INTROLUCTION TO SAFETY

(General Orientation) Given an orientation to building,
shop, and fire safety: discuss, identify, or demon-
strate general shop safety behavior and fire procedures.

(Identify Desirable Vocational Training Safety Habits)
Given an introduction/orientation to general safety as
well as to safety in the vocational education program
or on tha job; identify general occupational safety
habits to the satisfaction of the instructor and

meet all applicable safety rules and regulations.

(Observe Classroom Safety Practices) @Given a typical
vocational classroom/shop/lab or job situation, exhibit
an awareness of safety practices, safe work habits, and
a positive attitude concerning job safety and accident
prevention and meet standards established by the
instructor.

{(Apply Fire Safety Rules and Procedures) Given
examples of types of fires, fire extinguishers, and
possible shop situations, apply fire safety rules and
procedures. Meet National and local fire safety
procedures.

(Apply Electrical Safety Rules and Procedures) Given

orientation to identifying electrical hazards, apply

electrical safety rules and procedures. Electrical
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1.06

Unit 1.0

1.01

1.02

1.03

1.03

1.03

equipment with exposed wire, frayed cables, and
deteriorated insulation must be reported and corrected.
Proper grounding must be employed and maintained.
Junction boxes, outlets, switches, breakers switches,
and panels should be identified as to their use. Meet
all applicable National and local standards and the
standards of the instructor.

(Personal Safety) Given instruction, identify personal
safety clothing, equipment, or procedures to ensure
safety in the vocational field/training, with 100
percent accuracy, demonstrate proper use of safety
behavior.

C INTRODUCTION TO LEARERSHIP/JOB COMMUNICATIONS

(Work Cooperatively with Fellow Students) Given
instruction and an opportunity to meet fellow students
in the vocational program environment, work coopera-
tively with fellow students as well as with other
students in related vocational learning activities.
Meet the instructor's standards and cooperate to the
satisfaction of fellow students as a group.

(Demonstrate Desirable Characteristics of Leadership)
Given an introduction/orientation to desirable qualities
of a good leader, describe characteristics typical of a
good leader, discuss desirable leadership qualities,

and demonstrate an ability to follow as well as take a
leadership position. Performance should be satisfactory
to the instructor and fellow students.

(Participate in VICA Club Activities) Given an intro-
duction/orientation to the Vocational Industrial Club
of American {VICA), describe the general purposes of
VICA, describe a typical VICA program at a vocational
center, recall from memory the VICA motto, state the
VICA pledge from memory, identify the symbols/
symbolism in the vICA emblem, identify what the colors
of the VICA organization represent. Performance
should be acceptable to the VICA Club sponsor,
instructor, and VICA club members.

(Demonstrate Proper Use of Parliamentary Procedure)
Given instruction, apply the principles of parlia-
mentary procedure and describe the characteristics of
a good chairman.

(Communicate a Message by the Medium of a Speech)

Given instruction, list purposes of a speech, charac-
teristics of a speech, and write and orally deliver

a speech. The delivered speech should contain accurate
information, be technically correct in organization

and delivery, and the intended message should be
communicated.
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Unit 1.0 D PREPARING FOR WORK

1.01

1.02

1.03

1.04

1.06

1.07

1.09

(Describe the Free Enterprise System and the Difference
Between Labor and Management) Given an introduction/
orientation to the free enterprise system of economics,
describe to the satisfaction of the instructor the

free enterprise system of economics as found in the
United States and describe the relationship between
labor and management.

(Interpret Labor Laws and Regulations) Given instruc-
tion, necessary references concerning labor laws and
regulations, interpret typical labor laws and regula-
tions. Performance must meet the instructor's
standards.

(Interpeet Payroll Deductions for Taxes, etc.) Given
instruction and sample forms concerning income tax

and other withholdings, interpret the typical forms
used in income tax and other withholdings to the
satisfaction of the instructor and itemize typical
payroll deductions that worker encounters. Performance
must be to the instructor's standards.

(Identify Typical Career Opportunities) Given instruc-
tion, data on the local business and industry, oppor-
tunities to study entry-level job opportunities;
identify the major catagories of potential employers

in the local community (and the key characteristics

of each).

(Locate Job Opportunities) Given job placement
information such as newspaper ads and personal contacts,
list a minimum of ten specific jobs in the community.
One weak will be allowed t¢ complete the task.

(Prepare: Resume) Given examples of suitable resume/
personal data sheets, prepare and type (or print at a
minimum} a personal resume oOn paper acceptable to the
instructor with all errors acceptable corrected.

(Compose Application Letter} Given a newspaper ad for
a job, compose a letter of application. The lLetter
must be mailable and must include all necessary
personal information.

(Complete a Typical Employment Application Form)
Given an employment application form typical of the
job, complete the form with all information accurate,
neatly typed or printed in, and ali¢ned in the form
blanks.

(Interview for a Job) Given instruction on how to
interview for a job, a job interview checklist, and a
mock job interview; complete a job interview to the
satisfaction of the instructor.
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1.10

1.11

1.04

(Compose Follow-up Letter}) Given a case situation by
the instructor or from the textbook, compose and
write a follow-up letter appropriate to the job
application or interview situation and in mailable
form. The finished letter must meet the instructor's
standards.

(Identify Post-Secondary Career Development Opportunities)
Given an orientation to simila: post-secondary career
developiment programs, such as offered at Greenville
Technical College, a report of skill competencies
developed during secondary training, and other informa-
tion as needed; identify post-secondary career
development opportunities.,

E INTRODUCTION TO DESIRABLE JOB/LEARNING
CHARACTERISTICS /HABITS/ATTITUDES

{(Describe Good Work Habits Important to Job Success)
Given introduction/orientation to desirable work habits,
as described by potential employers or tradesmen,
demonstrate desirable (good) work habits {(based on
information provided by the instructor) represent
typical standards expected by business/industry
(potential employers) for entry employment success.

(Exhibit Successful Job Performance Characteristics)
Given instruction, demonstrate job performance charac~
teristics that are considered important to entry-level
career success in the vocational field. A "Job
Performance Rating Sheet" will be used to evaluate
performance and all items must be rated "frequently”
or above.

(Exhibit Desirable Work Attitudes}) Given instruction,
demonstrate work attitudes that the majority of

potential employers prefer in an entry level worker.
Performance will be evaluated on a "Work Attitudes

Score Card" and a minimum ¢f 90 perc:nt should be
attained. Performance will be rated throughout train-
ing and should improve to 100 percent by the end of

the training period. -

(Demonstrate Respect for and Care of School Property)
Given a classroom, shop, or other instruction setting
with access to furniture, equipment, tools and materials
and given proper instruction; demonstrate a respect for
and care of public property (training facilities) and
instructional materials to the standards established

by The School District of Creenville County, career
center, and instructor.
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Unit 1.0 F BASIC MATH SKILLS

1.01 (Basic Math - Fractions) Given a pretest or examples

by the instructor, conduct the following operations
with fractions:

1. Change any fraction to a decimal number, and any
terminating decimal number to a fraction.

2. Arrange in order...unit and simple nonunit
fractions.

3. Write equivalent fractions in higher, lower, and
lowest terms.

4. Write improper fractions as whole or mixed numbers,
and mixed numbers as improper fractions.

5. Multiply fractions and mixed numbers, expressing
answers in simplest form.

6. Divide fractions and mixed numbers, expressing
answers in simplest form.

7. Add and subtract unlike fractions, expressing
answers in simplest form.

8. Add and subtract mixed numbers with unlike fractions,
expressing answers in simplest form.

9, Use rational numbers to solve simple work problems.

1.02 {(Basic Math ~ Decimals) Given a pretest or examples
by the instructor, conduct the following cdecimal math
operations:

1. Name the place value of digits in decimal numbers
of up to nine digits before the decimal and six
digits after the decimal.

2. Compare decimal numbers and arrange them in proper
order.

3. Write the numeral for any decimal number of up
to four decimal places.

4. Round decimal numbeis to any designated place
value up to thousandths.

5. Add and subtract decimal numbers of up to six
digits.

6. Multiply decimal numbers by whole numbers or

decimal numbers.

Divide a number by a three-~digit decimal number.

Multiply and divide decimal numbers by powers of

ten, by inspection.

[ex JE |
. .

1.03 {Basic Math =-.Volumes) Given a pretest or examples by
the instructor, f£ind the volume of any rectangular
prisa or cube.

1.04 (Basic Math - Areas) Given » pretest or examples by
the instructor, f£ind the area of the following types
of figures:

a. Rectangle and square
b. Circle
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1.05 {The Metric System) Given basic instruction in the
metric system and conversion from United States
Customary units to metric; read and convert specifi-
cations and dimensions from one system into the other
system on teacher Or text assigned problems with
100 percent accuracy.

Unit 1.0 G BASIC MEASURING
1,01 (Measuring) Given proper instructions, read a rule

and use other measuring tools with the precision
necessary to take measurements or set them up.
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UNIT 1.0 A

INTRODUCTION/ORIENTATION
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UNIT 1.0 A INTRODUCTION/ORIENTATION

TASK 1.01 REVIEW/FOLLOW CAREER CENTER
POLICIES AND PROCEDURES

PERFORMANCE OBJECTIVE:

Given information on career center peolicies and procedures,
apply these policies and procedures on a day-to-day basis.

PERFORMANCE ACTIONS:
1.0101 Review center policies and procedures.

1.0102 Review relevant philosophy of center and,
The School District ¢f Greenville County,
and the South Carolina State Department
of Educaticon.

1.0103 Review relevant safety peolicies and proce-
dures under unit concerning safety, and
practice desired safety behavior as outlined
in relevant safety policies and procedures.

PERFORMANCE STANDARDS:

- Using information and materials supplied, review and apply
career center policies and procedures daily.,

SUGGESTED INSTRUCTION TIME: 3 Hours

RELATED TECHNICAL INFORMATION:

- Center Student Handbook.

- High School Student Handbook.

- Written Policies and Procedures ©f The School District of
Greenville County.

- Policies and Procedures ©f the South Carcolina State
Department ©f Education.

- "authorization" and "release" forms (sSuch as safety releases).
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UNIT 1.0 A INTRODUCTION/ORIENTAT ION

TASK 1.02 ORIENTATION TO VOCATIONAL
PROGRAM CLASSROOM/SHOP/LAB

PERFORMANCE OBJECTIVE:

Given information on classroom/shop or instructor's policies
and procedures, apply these policies and procedures on a daily
basis, meeting the standards of the instructor 100 percent.

PERFORMANCE ACTIONS:

1.0201 Review with instructor the shop policies
and procedures.

1.0202 Apply, with 100 percent accuracy, the
policies and procedures for the vocational
program, shop, or of the instructor.

PERFORMANCE STANDARDS:

- Apply information/instruction given during orientation anag
throughout training period to comply with all policies and
procedures of the shop (instructor) on a day-to-day basis.

- Standards of the State, School District, Career Center, and
high school, and instructor apply.

SUGGESTED INSTRUCTION TIME: 1 Hour

RECOMMENDED:

- Vocational education (shop) policies and procedures should
be written and posted or distributed to students.
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UNIT 1.0 A INTRODUCTION/ORIENTATION

TASK 1.03 REVIEW COURSE OBJECTIVES
AND STANDARDS

PERFORMANCE OBJECTIVE:

Given an introduction to the vocational program, a review of
the course objectives and minimum standards ¢f performance:

describe the course objectives, and the minimum performarce

expected to demonstrate competency in given cobjectives.,

{NOTE: This task may be accomplished in general at the
beginning of the first year and in detail over the
two year training period.)

PERFORMANCE ACTIONS:

1.0301 Review each major objective of the voca-
tional program as cutlined in this articulated,
performance-based instruction objectives
guide.

1.0302 Review the minimum performance standards
of the objectives.

Possible Alternate Actions:

Instructor may require students to identify objectives
and standards at the initiation of each new unit of
instruction.

PERFORMANCE STANDARDS:

- Using information provided, explain the objectives of the
course and describe the minimum performance for each
objective.

SUGGESTED INSTRUCTION TIME: 3 Hours

RECOMMENDATION :

- Course c¢bijectives, such as the Task Lisc¢cing objectives,
should be written and posted or distributed to students.
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UNIT 1.0 B

INTRODUCTION TO SAFLTY
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UNIT 1.0 B INTRODUCTION TO SAFETY

. TASK 1.01 GENERAL ORIENTATION

PERFORMANCE OBJECTIVE:
Given an orientation to building, shop, and fire safety;

discuss, identify, or demonstrate general shop safety behavior
and fire procedures.

PERFCRMANCE ACTIONS:

1.0101 As applicable, discuss basic safety rules
applicable to the training facility.
1.0102 Identify general shop safety rules.
1.0103 a. Review fire safety rules with the
instructor.

b. Identify fire safety equipment, exits,
and procedures in the shop and building
area during a fire.

PERFORMANCE STANDARDS:
. - FPollow basic safety rules and established shop safety

practices.
~ Pollows established fire safety practices and procedures.

SUGGESTED INSTRUCTION TIME: 1 Hour




UNIT 1.0 B INTRODUCTION TO SAFETY

TASK 1.02 IDENTIFY DESIRABLE VOQCATIONAL
TRAINING SAFETY HABITS

PERFORMANCE OBJECTIVE:

Given an introduction/orientation to general safety as well as
to safety in the vocational education program or on the job;
identify general occupational safety habits to the satisfaction
of the instructor and meet all applicable safety rules and
regulations.

PERFORMANCE ACTIONS:

1.0201 Listen to all information provided by the
instructor or others concerning safety in
the career center, vocaticnal program and
in live learning activities.

1.0202 Observe safety posters.

1.0203 Observe safety warning devices for hazardous
materials or work areas.

1.0204 Demonstrate correct safety practices going
to and from the classroom/shop as well as
in the classroom situation.

1.0205 Describe the effect of safety on the
production dollar, due to possible time
loss.
1.02086 Observe learning situations ©or other situations

for the observation of safe situations as well
as violation of proper safety rules and
regulations.

PERFORMANCE STANDARDS:

- To the standards of tne instructor and standards applicable
to the classroom or school or in the vocational field,
demonstrate desirable occupaticnal safety habits.

- "Zero" accidents.

- "Zero" safety violations.

SUGGESTED INSTRUCTION TIME: 1 Hour
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UNIT 1.0 B INTRODUCTION TO SAFETY

. TASK 1.03 OBSERVE CLASSROOM SAFETY
PRACTICES

PERFORMANCE OBJECTIVE:

Given a typical vocational classroom/shop/lab or job situation,
exhibit an awaveness of safety practices, safe work habits, and
a positive attitude concerning job safety and accident pre-
vention and meet standards established by the instructor.

PERFORMANCE ACTIONS:

1.0301 Develop an awareness of vocational training/
job hazards and become more safety conscious. B
1.0302 Develop a serious attitude toward the daily
use of safety procedures.
1.0303 Prepare for safety before entering the
training work area.
1.0304 Prepare for safety at the work station.
. 1.0305 Prepare for safety on existing the training

work area.

1.0206 Demonstrate knowledge of general safety
color coding in the training/job facility
and on equipment and tools.

1.0307 Practice safe procedures/habits daily.

PERFORMANCE STANDARDS:
- "Zero-level" accident record in vocational program.

- Instructor's standards based on recommended resources.
- Applicable 0SHA Standards.

SUGGESTED INSTRUCTION TIME: 1 Hour

POSSIBLE RESOURCES:

Current vocational program safety guide publication of The
School District of Greenville County.

Jacobs, Clinton 0., and Howard J. Turner, Developing Shop Safety
. Skills, Athens, GA: American Association for Vocational
Instructional Materials. {(Approximately 80 pages of brief,
visually clear suggestions concerning a variety of shop
safety situations. Good student or resource manual.)
Q 29
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TASK 1.0 B INTRODUCTION TO SAFETY

. TASK 1.03 OBSERVE CLASSROOM SAFETY
PRACTICES (Con't.)

RECOMMENDED RESOURCES:

Safetv Handbook, A Guide for Trade and Industrial Programs,
Clemson University, SC: Vocational Education Media Center,
1968. (No. 13/2/70, $2.25: Accompanying 31 Transparencies,
No 9/8/68, $5.75.) Available from Trades and Industries
Division Superviscor, Office of Vocational Education, South
Carolina State Department of Education or from the
Vocational Education Media Center, Clemson University, SC.

Planning for Emergencies, Occupational Safety and Health Short
Course Number Seven, Columbia, SC: SC State Beard for
Technical and Comprehensive Education.

Notgrass, Troy, Safety Handbook for ICT, The University of
Texas at Austin: Center for Occupational Curriculum
Development, Division of Continuing Education, 1978.

Hoerner, Thomas A., and Mervin D. Bettis, Power Tool Safety
. and Operation, St. Paul, MI: Hobar Publications, 1977.

RELATED TECHNICAL INFORMATION:

- Regulations of individual center o¢r vocational program.
~ Regulations of The School District of Greenville County.
- Codes, laws, and ordinances.

~ Materials and equipm-nt handbocks and manuals.

~ OSHA Regulations.

~ E.P.A. Regulations.
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UNIT 1.0 B

TASK 1.04

INTRODUCTION TO SAFETY

APPLY FIRE SAFETY RULES
AND PROCEDURES

PERFORMANCE OBJECTIVE:

Given examples of types of fires, fire extinguishers, and
possible shop situations, apply fire safety rules and proce-
dures. Meet National and local fire safety procedures.

PERFCRMANCE ACTIONS:

1.0401

1.0402

1.0403

1.0404

1.0405

Identify and explain application for fire
extinguishers ¢f the following types:

Form

Carbon Dioxide

Soda Acid

Pump Tank

Gas Cartridge

Dry Chemical

Multi-purpose Dry Chemical

GO o W0 oW

Describe procedures for operating selected
fire extinguishers.

Identify potential causes of fire in the
vocational field/shop and common methods
for avoiding or preventing fires.

Inspect shop/laboratory for conformity with
fire safety rules and procedures.

Identify/explain relevant safety precautions
applicable to vocational training activities.

PERFORMANCE STANDARDS:

~ Apply applicable fire safety rules and procedures to the
vocational program/training meeting all applicable standards,
National and local, and meeting instructor's standards.

SUGGESTED INSTRUCTION TIME: 1 Bour
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UNIT 1.0 B INTRODUCTION TO SAFETY

TASK 1.05 APPLY ELECTRICAL SAFETY RULES
AND PROCEDURES

PERFORMANCE OBJECTIVE:

Given orientation to identifying electrical hazards, apply
electrical safety rules and procedures. Electrical equipment
with exposed wire, frayed cables, and deteriorated insulation
must be reported and corrected. Proper grounding must be
employed and maintained. Junction boxes, outlets, switches,
breakers switches, and panels should be identified as to their
use. Meet all applicable National and local standards and the
standards of the instructor.

PERFORMANCE ACTIONS:

1.0501 Explain importance of labeling circuit
breakers.
1.0502 Explain importance of proper grounding of

machines or equipment of electrically
operated hand tools.

1.0503 Demonstrate/explain methods for using flex-
ible extention cords., long cables, or drop
lights.

1.0504 Identify electrical hazards and explain

safety rules pertaining the vocational
field of training.

1.0505 Identify approved locations for all electri-
cal equipment and power sources in the shop
or at the training field location.

1.0506 Interpret safety precauvtions for electricity
in the vocational shop.

PERFORMANCE STANDARDS:

- AppPly electrical safety rules and procedures for the voca-
tional shop/laboratory., including field training locations,
on a day~to-day basis meeting all applicable National and
local safety rules and regulations as well as the standards
of the instructor.

SUGGESTED INSTRUCTION TIME: 1 Hour

(NOTE: Specific safety procedures and recommendations pertain-
ing to a tool and equipment item may be included as a
part of the task description concerning the tool/
equipment.)
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UNIT 1.0 B INTRODUCTION TO SAFETY

TASK 1.06 PERSONAL SAFETY

PERFORMANCE OBJECTIVE:

Given instruction, identify personal safety clothing, equipment,
or procedures to ensure safety in the vocational field/training,
with 100 percent accuracy. demonstrate proper use or safety
behavior.

PERFORMANCE ACTIONS:

1.0601 List and explain Personal safety rules/
procedures.
1.0602 Identify appropriate protective clothing/

equipment/etc., used in the vocaticnal
field/training, possibly from a given list,
sketch, or mock—-up.

PERFORMANCE STANDARDS:
- Given a list, sketch, or mock-up, identify with 100 percent

accuracy personal safety clothing, equipment, etc., used in
the wvocational field.

SUGGESTED INSTRUCTION TIME: 1 Hour

RELATED TECHNICAL INFORMATION:

- Additional personal safety training will be integrated into
occupational task training.
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-

Addendum £© Safefy Unit

STUDENT'S SAFETY PLEDGE
AND
PARENT'S/GUARDIAN'S PERMISSION FOR OCCUPATIONAL TRAINING

_ ¢ as pact of gocational education training.
will use/operate potentially hazardious occupational tools. machinery,
equipment, and patarials. tyPical of the vocational field; provided that the
student pledges to follow all safety rules and regulations of the instructor
career canter/The School District of Greanville County and provided that the
student's parent or quardian grants permission for cccupational training by
signing the release below.

TO TEE STUBENT:

The vocational student will be given z:opc: instruction, both in the use of
and correct safety procsdures concerning occupational tcols, machiinery.
equipment. and materials typical to the wvocationmal field before being
allowed O use/operate them.

The student DUSt assume Cesponsibility for following safe practices and
rules, and therefore the student i3 asked tO subscribe to the following
safety pledge.

STUDENT'S SAFETY PLEDGE

1. "I (student) promise t¢ follow all szfety rules of the
. tor/of .the 3bop,

Z. "I promise never £9 use & tool. machine. piece of equipment.
or matsrial of the Yocational program without £irss having
pernisgion from the instructor.

AL "I will not ask permission to use a Ppacticular tool, sachine,
or pisce of equipment unlese I have been instructed in its
use, and bave marde 100 perccent on the safety test for that
tool, sachipe of equipment.

4. "L will report any accident ov injury 2 the gocational:
instructor izmediately.

S+ "T will ceport any potantially bazardiocus situation to the
vocational instructor izmediately.®

Date Studant's Signature

PARENT'S/GUARCIAN'S PERMISSTION

*I hershy give. oy consent to allow ay son/daugbtes to use/opecate 311
occupational tools. machines, ¢dUipmentr and matecials necessary in
cassYing cut the requirements of the vocational program of training.”

Date i Parent's/Guardian's Signature

(Pacents are cordially invited to visics the shop 0 inspect tha occupational
toolsr machines, and eguipthent and t© see them in operation.)

5;  BESTCOPY AuALAmg
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UNIT 1.0 C

INTRODUCTION TO LEADERSHIP/
JOB COMMUNICATIONS
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UNIT 1.0 C INTRODUCTION TO LEADERSHIP

TASK 1.01 WORK COOPERATIVELY WITH
FELLOW STUDENTS

PERFORMANCE OBJECTIVE:

Given instruction and an opportunity to meet fellow students in
the vocational program environment, work cooperatively with
fellow students as well as with other students in related voca-
tional learning activities. Meet the instructor's standards

and cooperate to the satisfaction of fellow students as a group.

PERFORMANCE ACTIONS:

1.0101 Participate in class and droup learning
activities.

1.0102 Encourage team work.

1.0103 Help plan student activities that promote

cooperation.

PERFORMANCE STANDARDS:
- Work cooperatively with fellow students to the standerds of

the instructor and to the standards expected by fellow
students as a group.

SUGGESTED INSTRUCTION TIME: N/A
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UNIT 1.0 C INTRODUCTION TO LEADERSHIP

TASK 1.02 DEMONSTRATE DESIRABLE
CHARACTERISTICS OF LEADERSHIP

PERFORMANCE OBJECTIVE:

Given an introduction/orientation to desirable qualities of a
good leader, describe characteristics typical of a good leader,
discuss desirable leadership qualities, and demonstrate an
ability to follow as well as take a leadership position.

Per formance should be satisfactory to the instructor and

fellow students.

PERFORMANCE ACTIONS:

1.0201 Define (process of) leadership and why it is
desirable in a Job situation.

1.0202 Describe (minimum of five)* positive charac-
teristics desirable in a good leader (based
on instruction).

1.0203 Identify (three) basic steps to becoming a
good leader.

1.0204 Identify (five) benefits from developing
good leadership qualities.

1.0205 Demonstrate leadership qualities by partici-
pating as a fellow or member ©of a group
and, if required, participating as a group
leader.

*Standards of instructor apply.

PERFORMANCE STANDARDS:

~ Participate as a contributing member of a group, such as the
vocational class or VICA, and demonstrate desirable leader-
ship qualities as outlined by the vocational program
instructor.

SUGGESTED INSTRUCTION TIME: N/A

RELATED TECHNICAL INFORMATION:

- VICA Objectives.
-~ State Department of Education, District, and instructor
supplied materials.

(NOTE: A student self-rating checklist may be used in evalu-
ation and evaluation may include ratings by other
students as well as by the instructor.)
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LEADERSHIP RATING SCALE

DIRECTIONS: Check the appropriate parenthesis to indicate your
. impression ¢f the leadership characteristics

being rated. p=

]
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1. Exerts positive leadership. () () ()
2. Thoughful of feelings of others. () () ()
3. Enthusiasm is sincere and contagious. () () { )
4. Perserves until job is completed. () () { )
5 Cheerful disposition. () () ()
6. Gets along well with team members. () () ()

7. Gets along well with instructor/

supervisor. () () ()
Reacts constructively to criticism. { ) { ) ()

Punctual and gets job assignment
done on time.

10. rree from prejudice.

. 11. Enjoys being a part of a group.
12, Reliable, )
13, Adaptive to most situations.
14, Not easily discouraged.

15, Applies self to problems of job
assignment,

16, Admits mistakes when made.

17. Tries to understand the other
fellow's point of view.

18. Makes decisions dquickly and accurately.
.19, Seeks advise of others when appropriate. _ (

20. Looks for cpyportunities to make
improvements in job or werk assignments.




UNIT 1.0 C INTRODUCTION TC LEADERSHIP

TASK 1.03 (Optional) PARTICIPATE IN vICA CLUB
ACTIVITIES*

PERFORMANCE OBJECTIVE:

Given an introduction/orientation to the Vocational Industrial
Club of America (VICA)*, describe the general purposes of
VICA, describe a typical VICA program at a vocational center,
recall from memory the VICA motto, state the VICA pledge from
memory, identify the symbols/symbolism in the VICA emblem,
identify what the colors of the VICA organization represent.
Performanc: should be acceptable to the VICA Club sponsor,
instructor, and VICA Club members.

*Or a alternate, approved student organization.

PERFORMANCE ACTIONS:

1.0301 Join the VICA Club sponsored by the Career
Center and vocational program.

1.0302 Participate actively as a member or an
officer in the local VICA Club.

1.0303 Describe the purpose of VICA.

1.0304 Recall from memory the VICA motto.
1.0305 State the VICA pledge from memory.
1.0306 Name a minimum of five beliefs the VICA

creed emphasizes.

PERFORMANCE STANDARDS:

- Demonstrate orally or in writing, from memory, accurate
recall of the VICA motto, pledge, and at least five of the
six beliefs of the VICA creed and described the purpose
of VICA to the satisfaction of the VICA sponsor or VICA
Club officers and members as well as to cthe satisfaction
of the vocational program instructor.

SUGGESTED INSTLCCTION TIME: N/A

RELATED TECHNICAL INFORMATION:

-

VICA publication(s}.

VICA emblem.

- VICA motto, pledge, and creed.
Local VICA Club in Career Center.
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GNIT 1.0 C JOB COMMUNICATIONS

TASK 1.03 {Con't.) DEMONSTRATE PROPER USE OF
{Optional) PARLIAMENTARY PROCEDURE

PERFORMANCE OBJECTIVE:

Given instruction, apply the principles of parliamentary proce-
dure and describe the characteristics of a good chairman.

PERFORMANCE ACTIONS:

1. 1Identify two basic principles upon which parliamentary
procedure is based.

2. List two important characterists of a "good" chairman.
3. Define or identify types of motions.

4, Describe/identify the order of business for a
meeting conducted by parliamentary procedure.

5. Describe/identify the characteristics of the kinds
of motions used in conducting a typical meeting by
parliamentary procedure.

6. Demonstrate ability to use parliamentary procedure
correctly.

PERFORMANCE STANDARDS:
- Define parliamentary procedure and how it is used to contri-
bute to a meeting, identify the charactistics of a good chair~

man, and used parliamentary procedures correctly meeting the
standards of the instructor.

SUGGESTED INSTRUCTION TIME: N/A

(NOTE: "“This activity should be integrated into VICA
activities and objectives.™)

RELATED TECHNICAL INFORMATION:
- Robert's Rules of Order.

- VICA Club.
- Public Speaking.
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UNIT 1.0 C JOB COMMUNICATICNS

TASK 1.03 {(Con't.) (Optional) COMMUNICATE A MESSAGE BY
THE MEDIUM OF A SPEECH

PERFORMANCE OBJECTIVE:

Given instruction, list purposes of a speech, characteristics
of a speech, and write and orally deliver a speech. The
delivered speech should contain accurate information, be

tecnnically correct in organization and delivery, and the
intended message should be communicated.

PERFORMANCE ACTIONS:
1. 1Identify three purposes for making a speech.
2. - Write an outline for a proposed speech.

3. List at least five methods/wavs to make a speech
effective/interesting.

4. Deliver a three to five minute speech that
successfully communicates the intended message.

PERFORMANCE STANDARDS:
- Successfully communicate intended message by a speech using

proper techniques and meeting instructor's (or VICaA
sponsor's) standards.

ALTERNATE STANDARD:

- Student is to describe verbally, task being performed,
techniques used, etc., to the instructor's standards.

SUGGESTED INSTRUCTION TIME: N/&

(NOTE: "This activity may be integrated into VICA
activities and objectives.")

RELATED TECHNICAL INFORMATION:

- VICA Club.
- Communications.
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UNIT 1.0 D

PREPARING FOR WORK
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UNIT 1.0 D

TASK 1.01

PREPARING FOR WORK

DESCRIBE THE FREE ENTERPRISE
SYSTEM AND THE DIFFERENCE
BETWEEN LABOR AND MANAGEMENT

PERFORMANCE OBJECTIVE:

Given an introduction/orientation to the free enterprise system
of economics, describe to the satisfaction of the instructor the
free enterprise system of economics as found in the United
States and describe the relationship between labor and

management.

PERFORMANCE ACTIONS:

1.0101

1.0102

1.0103

1.0104

Read assignments in trade magazines or
periodicals.

Listen t¢ talks by representatives of labor
and management.

-

Discuss the Free Enterprise System as
represented by business/industry in the

United States.

Discuss problems concerning employee~
management-trade union transactions.

PERFORMANCE STANDARDS:

- To the satisfaction of the instructor describe the Free
Enterprise System of economics as represented by business/
industry in the United States.

SUGGESTED INSTRUCTION TIME: N/A

RELATED TECHNICAL INFORMATION:

~ Free Enterprise System of Economics.
~ Management and Labor Relationships.
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UNIT 1.0 D PREPARING FOR WORK

. TASK 1.02 INTERPRET LABOR LAWS AND
REGULATIONS

PERFORMANCE OBJECTIVE:
Given instruction, necessary references concerning labor

laws and regulations, interpret typical labor laws and regu-
lations. Performance must meet the instructor's standards.

PERFORMANCE ACTIONS:

1.0201 Identify and interpret the "Fair Labor
Standards Act."
1.0202 State the minimum wage for a worker.
1.0203 State the typical minimum age for a worke::
1.0204 Identify how to report earned income.
1.0205 Define overtime.
. 1.0206 Identify local or State laws that affect

the worker.

PERFORMANCE STANDARDS:

- Interpret typical labor laws and regulations of the Federal,
State, and local level that affect the worker.
- The instructor's standards must be met.

SUGGESTED INSTRUCTION TIME: 1l/Zz Hour
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GNIT 1.0 D PREPARING FOR WORK

. TASK 1.03 INTERPRET PAYROLI, DEDUCTIORS
FOR TAXES, ETC.

PERFORMANCE OBJECTIVE:

Given instruction and sample forms concerning income tax and
other withholdings, interpret the typical forms used in inccme
tax and other withholdings to the satisfaction of the instruc-

tor and itemize typical payroll deductions that worker encounters.
Performance must be to the instructor's standards.

PERFCRMANCE ACTIONS:

1.0301 Obtain a social security card (if not
acquired already). /Recommended/

1.0302 Identify the purposes of social security
withholdings from pay.

1.0303 Describe who is qualified for unemployment
compensation.

1.0304 Describe who qualifies for workmen's
. compensation.

1.0305 Complete typical forms used for Federal
Income Tax Withholdings.

1.0306 Interpret a typical Federal Income Tax
Wage and Tax Statement form.

1.0307 Identify typical payroll deductions.

PERFORMANCE STANDARDS:
- Given typical forms used for payroll deduction and report-
ing of income and other taxes, interpret payroll deductions

and other statements on the forms.
- Performance must be to the instructor's standards.

SUGGESTED INSTRUCTION TIME: 1/2 Hour
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UNIT 1.0 D PREPARING FOP. WORK

TASK 1.04 IDENTIFY TYPICAL CAREER
OPPORTUNITIES

PERFORMANCE OBJECTIV.:

Given instruction, data on the local business and industry,
opportunities to study entry-level job opportunities; identify
the major catagories of potential employers in the local
community (and the key characteristics of each).

PERFORMANCE ACTIONS:

"performance actions may vary from career canter to career
center due to the potential employers served and based on the
emphasis of the individual wvocational program."

PERFORMANCE STANDARDS:

- Identify typical types of entry-level jobs, in the local
community, and the major characteristics that distinguish
them based on given instruction, local market data, and
student observation.

- Meet instructor's standards.

SUGGESTED INSTRUCTION TIME: 1 Hour
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UNIT 1.0 D PREPARING FOR WORK

TASK 1.05 LCCATE JOB OPPORTUNITIES

PERFORMANCE OBJECTIVE:

Given job placement information such as newspaper ads and
personal contacts, list a minimum of ten specific jobs in the
community. One week will be allowed to complete the task.

PERFORMANCE ACTIONS:

1.0501 Identify job opportunity areas as related
to training, skills, and interests.

1.0502 Contact (or list) various employment
opportunity sources:

a. Job placement office.

b. Want ads.

c. Employment Security.

d. Other sources such as family, £riends,
school officials, etc.

1.0503 Estimate competition for job opportunities
{number ©f other persons wanting same job}
and target enough job opportunities to
statistically gualify for one opportunity.

PERFORMANCE STANDARDS:

- Student must list a minimum of ten specific jobs in the
community as advertised in the newspaper ¢r media or
through personal contacts.

- The jobs must be available currently.

SUGGESTED INSTRUCTION TIME: 2 Hours {8kill development
and -performance to

be demonstrated
over one week.)

47




UNIT 1.0 D PREPARING FOR WORK

TASK 1.06 (Opticnal) PREPARE RESUME

PERFORMANCE OBJECTIVE:

Given examples ¢f suitable resume/personal data sheets, prepare
and type (or print at a minimum) a personal resume on paper
acceptable to the instructor with all errors acceptable
corrected.

PERFORMANCE ACTIONS:
1.0601 Define the basic purpose ¢f the resume.

l1.0602 Qutline the essential information a
resume of personal data sheet should contain:

a. Personal data such as name, address,
telephone, age, physical descriptions,
marital status, etc.

Job objective or skills offered.
Training.

Experience.

Accomplishments, interests, etc.

. References.

FAiD OO

1.0603 Prepare a resume that is acceptable to the
instructor.

PERFORMANCE STANDARDS:
- Prepare resume/personal data sheets on paper and in a form

acceptable to the instructor with all errors acceptable
corrected.

SUGGESTED INSTRUCTION TIME: 2 Hours {(Optional)

RELATED TECHNICAL INFORMATION:

- Job Seeking - How and Where, Columbila, SC: South Care¢lina
State Department ¢f Educaticn, 1981.
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. UNIT 1.0 D PREPARING FOR WORK

TASK 1.07 COMPOSE APPLICATION LETTER

PERFORMANCE OBJECTIVE:
Given a newspaper ad for a Jjob, compose a letter

The letter must be mailable and must include all
persconal information.

PERFORMANCE ACTIONS:

1.0701 Assemble necessary information,
and equipment.

of application.
necessary

supplies,

1.0702 Compose a letter of application for a given
business position. Include the necessary
information.

1.0703 Proofread the letter, correcting all
errors.

. PERFORMANCE STANDARDS:

- Compose a letter of application for a position advertised
in the local newspaper and suitable for the skills and
experience of the student or for the hypothetical position

described by the instructor.

- Include necessary personal information and prepare the

letter in mailable form.

SUGGESTED INSTRUCTION TIME: * (Integrated training)

RELATED TECHNICAL INTORMATION:

- Job Seeking -~ How and Where, Columbia, SC: South Carolina

State Department of Education, 1981.
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UNIT 1.0 D PREPARING FOR WORK

TASK 1.08 COMPLETE A TYPICAL EMPLOYMENT
APPLICATION FORM

PERFORMANCE OBJECTIVE:

Given an employment application form typical of the Job, compiete
the form with all information accurate, neatly typed or printed
in, and aligned in the form blanks.

PERFORMANCE ACTICNS:
1.0801 Assemble minimum necessary information:

a. Personal information such as name,
address, and date of birth.

b. Data related to applicant such as social
security number, etc.

c. Schooling or training information.

d. Past employment record.

e. References.

1.0802 Complete the application form following
directions carefully with neat, aligned
entries.

1.0803 Proofread the completed form for errors or

incomplete blanks.

PERFORMANCE STANDARDS:
-~ Complete an employment application form typical of the Jjob

with all information accurate, neatly printed or typed in
and aligned in the form blanks to the instructor's standards.

SUGGESTED INSTRUCTION TIME: 3 Hours

RELATED TECHNICAIL INFORMATION:

- Job Seeking - How and Where, Columbia, SC: South Carolina
State Department of Education, 1981,
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UNIT 1.0 D

TASK 1.09

PREPARING FOR WORK

INTERVIEW FOR A JOB

PERFORMANCE OBJECTIVE:

Given instruction on how to interview for a job, a job
interview checklist, and a mock Jjob interview; complete a
job interview te the satisfaction of the instructor.

PERFORMANCE ACTIONS:

1.0901

1.0902

1.090G3

1.0904

Prepare for the interview:

a. Prepare personal appearance.

b. Prepare necessary information.
references, or other material for
the interview.

Arrive at the appropriate time and
identify yourself and your purpose or
appeointment.

Give a good impression in meeting the
interviewer.

Exchange essential information with the
interviewer to reflect your Jjob skills,
training, and experience as well as your
personality. In addition. learn about the
job opportunity and employer.

PERFORMANCE STANDARDS:

- Complete a mock job interview to the satisfaction ©of the
instructor following suggested procedires.

SUGGESTED INSTRUCTION TIME: * (Integrated training)
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UNIT 1.0 D PREPARXKING FOR WORK

TASK 1.10 COMPO’ 2 FOLLOW-UP LETTER

PERFORMANCE OBJECTIVE:
Given a case situation by the instructor or from the textbook,
compose and write a follow-up letter appropriate to the job

application or interview situation and in mailable form. The
finished letter must meet the instructor's standards.

PERFORMANCE ACTIONS:

$L.1001 Assemble necessary information, supplies,
and equipment.

1.1002 Compose a follow-up letter, in mailable
form, to a given job application or
interview situation.

1.1003 Proofread the letter, correcting all errors.

PERFORMANCE STANDARDS:
~ Compose and write a follow-up letter appropriate in the

judgement of the instructor to a given Jjob application or
interview situation and in mailable form.

SUGGESTED INSTUVUCTION TIME: * (Integrated training)

RELATED TECHNICAL INFORMATION:

- Job Seeking - .. and Where, Columbia, 5C: South Carolina
State Department of Eaucation, 1981.
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UWIT 1.0 D PREPARING FOR WORK

TASK 1.11 IDENTIFY POST-SECONDARY CAREER
DEVELOPMENT OPPORTUNITIES

PERPORMANCE OBJECTIVE:

Given an orientation to similar post-secondary career develop-
ment programs, such as offered at Greenville Technical College,
a report of skill competencies developed during secondary
training, and other information as needed; identify post-
secondary career development opportunities.

PERFORMANCE ACTIONS:
1.1101 Identify:

a. Need for additional training at the post-
secondary level.
b. Benefits from additional training.

1.1102 a. Identify post-secondary training programs
available at GTC.
b. Identify how post-secondary (GTC) training
differs from secondary training in related
areas.

1.1103 Visit GTC program of possible interest. Talk
with instructor, department head, or add-
missions counselor at GTC.

1.1104 Determine, with secondary and post-secondary
personnel assistance, if exemption of post-
secondary level training is recommended.

1.1105 Accomplish the required steps to apply or
test ‘for exemptions (if applicable).

PERFORMANCE STANDARDS:

- Identify post-secondary training opportunities, specifically
at GTC, to include: Associate Degree or Diploma in areas
of possible career interest.

SUGGESTED INSTRUCTION TIME: 6 Hours (Approximately)
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UNIT 1.0 E

. INTRODUCTION TO DESIRABLE JOB/LEARNING
CHARACTERISTICS /HABITS/ATTITUDES




UNIT 1.0 E INTRODUCTION TO DESIRABLE
. JOB/LEARNING CHARACTERISTICS/
HABITS/ATTITUDES

TASK 1.01 DESCRIBE GOOD WORK HABITS
) IMPORTANT TO JOB SUCCESS

PERFORMANCE OBJECTIVE:

Given introduction/orientation to desirable work habits, as
described by potential employers or tradesmen, demonstrate
desirable (good) work habits (based on information provided

by the instructor) that represent typical standards expected

by business/industry (potential employers) for entry employment
success.

PERFORMANCE ACTIONS:

1.0101 Identify specific criteria for success in
typical entry level job categories.

.
1.0102 Partici?%te in planning student's learning
activities.

0 1.0103 Maintain a clean, well-organized learning
situation (desk, locker, work area, shop,
etc.) wnich 1s conducive to effeltive
learning.

1.0104 Objectively receive instructor or other
critique (correction, criticism, suggestions,
etc.) of learning or job performance
(behavior) or product or activity.

1.0105 Describe good work habits and how they are
related to job success, stability, and
advancement.

PERFORMANCE STANDARDS:

- Describe to the instructor's standards good work habits
that are important to job success, stability, and
advancement.

SUGGESTED INSTRUCTION TIME: N/A
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UNIT 1.0 E INTRODUCTION TO DESIRABLE
JOB/LEARNING CHARACTERISTICS/
HABITS/ATTITUDES

TASK 1.02 EXHIBIT SUCCESSFUL JOB
PERFORMANCE CHARACTERISTICS

PERFORMANCE OBJECTIVE:

Given instruction, demonstrate job performance characteristics
that are considered important to entry-level career success in
the vocational field. A "Job Performance Rating Sheet" will
be used to evaluate performance and all items must be ratea
"frequently" or above.

(NOTE: It is recommended in research findings that
employer-recommended "job performance characteristics”
and "work attitudes" be included as part of the
vocational student's overall training and that demon-
strated performance in these areas be included in the
total evaluation of the student.)

PERFORMANCE ACTIONS:

1.0201 Review important work characteristics for
the vocational field.

1.0202 Review the "Job Performance Rating Sheet"
with the instructor.

1.0203 Demonstrate those work characteristics that

are considered important to success in the
vocational field.

PERFORMANCE STANDARDS:
- Demonstrate by personal performance the work characteristics
that are considered important.

- A "Rating Sheet" will be used to evaluate performance and
all items must be rated "frequently" (observed) or above.

SUGGESTED INSTRUCT1ON TIME: 3 Hours

ACCOMPANIED BY ADDENDUM PAGE (Rating Sheet)

Rating sheet includes the following categories:

- Accuracy of work
- Care oOf working space
- Care of equipment
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UNIT 1.0 E INTRODUCTION TO DESIRABLE
. JOB/LEARNING CHARACTERISTICS/
HABITS/ATTITUDES
TASK 1.02 EXHIBIT SUCCESSFUL JOB

PERFORMANCE CHARACTERISTICS

Rating sheet (Con't.):

- Speed

- Use of working time

~ Initiative

= Attendance

- Attitude toward fellow workers
- Attitude toward teacher

- Observance ©f safety rules

- Use of materials

- Responsibility

- BAccident report

- Personal appearance, cleanliness
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Addendum to Task L.02 &

JOBE PERFORMANCE RATING SHEET

Student Job Performed
Dates from to
Place of work Supervisor

DIRECTIONS: <Circle the number that best fits your opinion of
the student's performance using the following

factors:

>

o

p
g o ﬁlﬁ

wl O o ] L |

ol sl ol @ m
Bl -l of = 2
of o] = w{ ~
z|l nl @ Dl o«
1. Gets to work on time 1 2 '3 4 5
2. Uses time properly 1 2 3 4 5
3. Shows interest in work l] 2 3 4 5
4. Shows dependability 1 2 3 4 5
5. Is ambitious 1 2 3 4 5
6. Is neat (work and self) 1 2 3 4 5
7. Works well with others i1 2 3 4 5
8. Follows directions 1 2 3 4 5
9. Works without supervision 1 2 3 4 5
10. Shows good manners 1 2 3 4 5
11 Meets people well _ 1 2 3 4 5
12. Uses knowledge on the Job 1 2 3 4 5
13. Seeks assistance, when necessary l] 2 3 4 5

Does the worker have the skills for doing catisfactory work?
Yes = No _

List the skills or characteristics that need to bz developed
or improved upon:

Additional comments:

Date Supervisor
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UNIT 1.0 E INTRODUCTION TO DESIRABLE
JOB/LEARNING CHARACTERISTICS/
HABITS/ATTITUDES

TASK 1.03 EXHIBIT DESIRABLE WORK ATTITUDES

PERFORMANCE OBJECTIVE:

Given instruction, demonstrate work attitudes that the majority
of potential employers prefer in an entry level worker. Perfor-
mance will be evaluated on a "Work Attitudes Score Card" and a
minimum of 90 percent should be attained. Performance will be
rated throughout training and should improve to 100 percent by
the end of the training period.*

PERFORMANCE ACTI1ONS:

1.0301 Review work attitudes considered important
to success in the vocational field.

1.0302 Review the "Work Attitudes Score Card."

1.0303 Demonstrate the type of work attitudes that

potential emplovers in the local industry
report as important to Job success.

PERFORMANCE STANDARDS:
- Demonstrate to 90 percent acceptable rating on a "Work
Attitudes Score Card" to be completed by the instructor

those work attitudes considered important by local
potential employers for entry-level Jjob success.

SUGGESTED INSTRUCTION TIME: 3 Hours

ACCOMPANIED BY ADDENDUM PAGE (Work Attitudes Score Carxd)

(*NOTE: 1t is recommended in research study f£indings that
employer-recommended "job performance characteristics”
and "work attitudes" be included as part of the
vocational student's overall training and that demon-
strated performance in these areas be included in the
total evaluation of the student.)
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Addendum to Task 1.03 E

WORK ATTITUDES SCORE SHEET

. DIRECTIONS : Score the student on the following atticudes and
work behavior by circling the appropriate descrip-
tion either “"yes" (+) or "n¢" (~). Indicate any
comments to support the rating or recommendations.

Circle Comments/

{No) (Yes) Recommendations
Cooperative ~ +

Cour teous - +

Loyal to program study and job
team members _ -

=

Tackful B -

Self Disciplined -

Respectful -

Alert -

Motivated ~

Responsible -

“Trustworthy -

Dependable -

Cheerful -

Polite -

Interest -

+ |+ ||+ ] ||| |+

Friendly -

Sympathetic (sensitive) to
. fellow students -

Accepts changes -
Follows rules and regulations -

Does share of work -

Helps others, if needed -

Works regularly -

On time =

Shows pride in work ~

Keeps promises -

Does not waste time -

controls anger -

Accepts criticism -

+ ||| [ ][]+

Follows superior's directions -

28 Items total TOTAL {(+'s)

INTERPRETATION

28
25
22
20
17

. Student: -

100%
90%
80%
70%
60%

Level
Level
Level
Level
Level

i i

[}

4
O = b L)

it
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UNIT 1.0 E INTRODUCTION TO DESIRABLE
JOB/LEARNING CHARACTERISTICS/
HABITS/ATTITUDES

TASK 1.04 DEMONSTRATE RESPECT FOR AND
CARE OF SCHOOL PROPERTY

PERFORMANCE OBJECTIVE:

Given a classroom, shop, or other instructional setting with
access to furniture, equipment, tools and materials, and given
proper instruction; demonstrate a respect for and care of
public property (training facilities) and instructional mate-—
rials te the standards established by The School District of
Greenville County, the career center, and the instructor.

PERFORMANCE ACTIONS: .

1.0401 Listen to information provided by the
instructor and read given or posted
materials concerning student behavior
and care of property.

1.0402 Demonstrate respect for and care of public
school property including:

a. Facilities (building, classroom).
b. Furnishing (furniture).

¢. Equipment and tools.

d. Instructural materials.

PERFORMANCE STANDARDS:

- Demonstrate respect for and care of school property as
represented by the classroom, shop, equipment, tools and
materials used in instruction.

~ Performance must be to the standards of policies of the
School District, the career center, and the instructor.

(NOTE: A willful disregard or disrespect (intentional
damage or destruction) of instructional facilities,
equipment, or materials should be considered a most
serious situation since an employer typically would
require payment for intended damages and might fire
the employee or bring legal chargos against the
employee for intentional damage to facilities,
equipment, or materials.)

SUGGESTED INSTRUCTION TIME: N/A Integrated during two-year

training period.
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UNIT 1.0 F

BASIC MATH SKILLS
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UNIT 1.0 F BASIC MATH SKILLS

TASK 1.02 BASIC MATH - DECIMALS

PERFORMANCE OBJECTIVE:

Given a pretest or examples by the instructor, conduct the
following decimal math operations:

1, Name the place value of digits in decimal numbers
of up to nine digits before the decimal and six
digits after the decimal.

2. Compare decimal numbers and arrange them in order.

3. Write the numeral for any decimal number of up to
four decim2! places. )

4. Round decimal numbers to any designated plac
value up to thousandths.

5. Add and subtract decimal numbers of up to six digits.

6. Multiply decimzl numbers by whole numbers or decimal
numbers.

7. Divide a number bv a three-digit decimal number.

8. Multiply and divias decimal numbers by powers of
ten, by ijuspection.

PERFORMANCE ACTIONS:

Consult: Curriculum Guide for High School General Mathematics,

Greenvill, . %2: The School District of
Greerville o &y, 1979,

PERFORMANCE STANDARNDS:

- Student should be able to complete pretest in Math
Curriculum Guide with 90 percent accuracy.
- Consult: curriculum Guide for High School General
Mathematics, 1579, for pretests,; suggested
exercises, and references.

SUGGESTED INSTRUCTION TIME: *% (Combined training)

(NOTE: The level of tnis math skill is eighth grade, General
Math I.)

64

81




UNIT 1.0 F BASIC MATH SKILLS

TASK 1.02 BASIC MATH - DECIMALS

PERFORMANCE OBJECTIVE:

Given a pretest or examples by the instructor, conduct the
following decimal math operations:

1, Name the place value of digits in decimal numbers
of up to nine digits before the decimal and six
digits after the decimal.

2. Compare decimal numbers and arrange them in order.

3. Write the numeral for any decimal number of up to
four decim2! places. )

4. Round decimal numbers to any designated plac
value up to thousandths.

5. Add and subtract decimal numbers of up to six digits.

6. Multiply decimzl numbers by whole numbers or decimal
numbers.

7. Divide a number bv a three-digit decimal number.

8. Multiply and divias decimal numbers by powers of
ten, by ijuspection.

PERFORMANCE ACTIONS:

Consult: Curriculum Guide for High School General Mathematics,

Greenvill, . %2: The School District of
Greerville o &y, 1979,

PERFORMANCE STANDARNDS:

- Student should be able to complete pretest in Math
Curriculum Guide with 90 percent accuracy.
- Consult: curriculum Guide for High School General
Mathematics, 1579, for pretests,; suggested
exercises, and references.

SUGGESTED INSTRUCTION TIME: *% (Combined training)

(NOTE: The level of tnis math skill is eighth grade, General
Math I.)
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UNIT 1.0 F BASIC MATH SKILLS

TASK 1.03 {(Optional) BASIC MATH - VOLUMES

PERFORMANCE OBJECTIVE:

Given a pretest or exampies bv the instructor, find the volume
of any rectangular prism or cube.

PERFORMANCE ACTIONS:

Consult: Curriculum Cuide for High Ichool General Mathematics,
Greenville, SC: The School District ¢f Greenville
County, 1979.

PERFORMANCE STANDARDS:

- Studeat should be able to complete pretest in Math Curriculum
Guide with 90 percent accuracy.
- Consult:; Curriculum Guide for High School General
Mathematics for pretests, sudo-sted exercises, and
references.

SUGGESTED INSTRUCTION TIME: *¥% (Combined training)

{NOTE: The level of this math skill is eighth grade, General
Math Ia’
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UNIT 1.0 F BASIC MATH SKILLS

TASK 1.04 (Optional’ BASIC MATH - AREAS

PERFORMANCE OBJECTIVE:

Given a pretest or examples by the instructor, find the area
of the following types of figures:

a. Rectangle and square
b. Circle

PERFORMANCE ACTIONS:

Consult: <Curriculum Guide for High School General Mathematics,
Greenville, 8C: The School District of
Greenville County, 1979,

PERFORMANCE STANDARDS:

- Student should be able t0 complete pretest in Math Curriculum
guide with 90 percent accuracy.

~ Consult the Math Curriculum Guide for Pretests, suggested
exercises, and references.

SUGGESTED INSTRUCTION TIME: ** (Combined training)

(NOTE: The level of this math skill is eighth grade, General
Math I.)




e A m B b ok M Rk s A - e o . = = e

e e m—— R R N

UNIT 1.0 F BASIC MATH SKILLS

TASK 1.05 (Optional) THE METRIC SYSTEM

PERFORMANCE OBJECTIVE:

Given basic instruction in the metric system and conversion
from United States Customary units to metric: read and convert
specifications and dimensions from one system into the other
system on teacher or text assigned problems with 100 percent
accuracy.

PERFORMANCE ACTIONS:

1.0501 Demonstrate ability to read and use U.S.
Customary length measurements.

1.0502 Identify basic SI units and symbols.
Unit Name Symbol
Length Meter m

1.0503 Identify basic Metric prefixes:
Prefix  aAmount Fraction Decimal
Milli One-thousandth 1/1000 0.001
Centi One~hundredth 1/100 0.01
Deci One~tenth 1/10 0.1

1.0504 Inches x 25.4 = Millimeters.

1.0505 Millimeters x 0.0394 = Inches.

PERFORMANCE STANDARDS:

- Accuracy ©of 100 percent using metric measurements.
SUGGESTED INSTRUCTION TIME: ** (Combined training)

RELATED TECHNICAL INFORMATION:

- ANSI Standards.
- System International d'United (SI}) ((Metric System)).
- U.5. Customary Measurements System.
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UNIT 1.0 G

BASIC MEASURING
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UWIT 1.0 G BASIC MEASURING

TASK 1.01 MEASURING

PERFORMANCE OBJECTIVE:
Given proper instruction, read a rule and use other m2asuring

tools with the precision necessary to take measurements or
set them up.

PERFORMANCE ACTIONS :

1.0101 Define measuring terms wi*h 80 percent
accuracy.

1.0102 Accurately identify basic %ools used in
measuring.

1.0103 Read a rule to the nearest feet, inches, and

fractions ©f inches down to 1/16 inch.

1.0104 Demonstrate ability to perform following
measuring skills:

a. Measure objects to nearest sixteenth of
an inch when given pictures of objects
and a measuring instrument.

b. Draw lines and objects to specified
dimensions.

PERFORMANCE STANDARDS:
- Demonstrate ability tO measure to 1/16 inch and draw

lines or objects to specified dimensions (1/16 inch
accuracy) .

SUGGESTED INSTRUCTION TIME: * (Integrated training)

RELATED TECHNICAL INFORMATION:

- Graduations on rule: Halves, quarters, e:xghths, sixteenths.

- Rules: Tapes (steel or other), folding rule, straight rule,
st=2el sdquare.

- Metric measurement.

EXPANSION CF TASK:

- Estimate a measurement to 1/32 inch.
-~ Measure using the metric system.
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. UNIT 1.0 G BASIC MEASURING
TASK 1.01 MEASURING (Con't.)
DEFINITIONS

MEASURING Setting of limits or bounds according to a
pre-~determined standard.

INCH Smallest whole unit of lineal measure typically
used.

FOOT Unit of measure consisting of twelve equal
parts called inches.

FRACTION One or more equal parts of a whole. (i.e.,
1/2 inch, 1/4 inch, 3/8 inch, and 3/1é inch)

RULE Instrument gradiated in whole units and
fractions of units and used in measuring.

DIMENSION Number of full units and fraction of units

between two poirts.
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. Module 1.0

STUDENT: DATE:

1. Which one of the following is a personal safety item?

fire extinguisher
shop exhaust fans
safety glasses
jack stands

a0 ow

o
-

Shop safety is the responsibility of

a. the owner
b. the manager
cC. everyone

d. the mechanic

3. When working under a car that is jacked up you should
always use

a. a bumper jack
b. jack stands

c. creepers

. d. hydraulic jacks

4. One of the greatest hazards in a body shop is
a. the acetylene torch

b. compressed air

c. paint thinner

d. fire

5. #hen using the acetylene torch, stay away from

— a. compressed air
b. water
C. OXygen
d.

grease or oil
6. A compressed air hose must never be

a. used in an automotive shop
b. pointed at someone else

¢. left pressurized overnight
d. Kkept on a reel

~J

Safety goggles should be worn

a. when doing any job that would endanger ycur eyes
. b. when you are told to wear them by your instructor
c. only if you do not wear glasses
d. while welding
Q 1-1
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8. What is the most common cause ¢of accidents in the auto
body shop?

a. failure to follow instructions
b. following instructions

¢. £following wrong instructions
d. using wrong tools for job

COMPLETION QUESTIONS ON THE PORTABLE GRINDER:

1. A cracked grinding wheel will not have a sound
when struck lightly with a hard object.

2. It is recommended to run the grinder at full speed for

about minute(s) after mounting a grinding
wheel.
3. Do not lay che dgrinder down until the has

stopped turning.

4. The side of the large washers should be next
to the grinding wheel.

5. Be sure the guard is in place when using the
portable grinder.
COMPLETION QUESTIONE FOR THE PORTABLE DRILL:

1. @When drilling deep holes, withdraw the twist drill several
times t0 clear the .

2. Check =0 zee if the has been removed from the
chuck before starting *%ic drill.

3. Be sure the switi1 is
drill to the power source.

before connecting the

4. Maxe sure the drill is grounded properly to the power
outlet or .s .

5. 4What is the most important piece of safety equipment
that should be wern when using the power drill?
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INTRODUCTION TO AUTO BODY REPAIR
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AUTO BODY
. INTRODUCTION TO AUTC BODY REPAIR
SUGGESTED INSTRUCTION TIMES

AUTO BOLDY SUGGESTED

MODULE/TASK HOURS

Module 2.0 INTRODUCTION TO AUTO BODY REPAIR

2.01 Identify and Use Automotive Fasteners 4

2.02 shop Practices and Procedures 2
TOTAL 6

-




MODULE/TASK

MODULE 2.0
2.01

2.02

TASK LISTINGS
AUTO BODY

DESCRIPTION
INTRODUCTION TO AUTO BODY REPAIR

(Identify and Use Automotive Fasteners) Given propetr
instruction, various fasteners used in auto body
‘epair, and job situations requiring the use of
fasteners; select, and identify, by proper termi-
nology, the appropriate fasteners for the job and

use the fastener properly, meeting manufacturer's
specifications and instructor'’s standards.

{(Shop Practices and Procedures) Given proper instruc-
tion concerning standard shop operating procedures,
appropriate reference materials, and simulated or
typical job situations; choose and use related
technical information, such as shop manual, flat

rate manual, manufacturer's specifications, and

parts catalogs, using the proper terminology and
parts requisition forms. Performance must be to
instructor's standards.
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MODULE 2.0 INTRODUCTION TO AUTO
BODY REPAIR

TASK 2.01 IDENTIFY AND USE AUTOMOTIVE
FASTENERS

PERFORMANCE OBJECTIVE:

Given proper instruction, various fasteners used in auto body
repair, and job situations requiring the use of fasteners;
select, and identify, by proper terminology, the appropriate
fasteners for the job and use the fastener properly, meeting
manufacturer's specifications and instructor's standards.

{NOTE: Orientation task: Competency will be developed during
entire training period.)

PERFORMANCE ACTIONS:

2.0101 Identify:

- SCrews - cotterpins
- bolts - snap rings
- nuts - keys and splines

- lock washers

2.0102 Determine proper fasteners for given
situzations.

2.0103 Correctly use various types of fasteners.

PERFORMANCE STANDARDS:

- Use auto body fasteners correctly in given job situations.
SUGGESTED INSTRUCTION TIME: 4 Hours

RELATED TECHNICAL INFORMATION:

- Textbooks.

- Manufacturer's catalogs.

- Specification manuals.

- Metric fasteners.

- Recognize English thread designation system.

- Distinguish between fasteners of different quality with the
grade between fasteners ¢ different quality with the grade
marking system.

*
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Addendum to Task 2.01

"Describing all of the different types of auto body fasteners

used by manufacturers would be very difficult. Some additional
exarples are:

- Attaching screws

- Bolt and clip asseably (T-bolt)

- Integral studs with attaching nuts
- Bath-tub type snap-on clip

~ 31lide-leoading snap-on clips

- "W" base snap-on clips

- Weld-on studs and clips

- Snap-in studs

-~ Pinchweld molding attaching clips

Other examples that the instructor may reguire the student
to recognize are:
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{ODULE 2.0 INTRODUCTION TO AUTO
BODY REPAIR

TASK 2.02 SHOP PRACTICES AND PROCEDURES

PERFORMANCE OBJECTIVE:

Given proper instruction concerning standard shop operating
procedures, appropriate reference materials, and simulated or
typical job situations; choose and use related technical
information, such as shop manual, f£lat rate manual, manu-
facturer's specifications, and parts catalogs, using the proper
terminology and parts requisition forms. Performance must be
to instructor's standards.

PERFORMANCE ACTIONS:

2.0201 Identify and state purpose of shop operating
procedures.

2.0202 Use shop operating reference materials:
(as applicable)

a. Shop operating manuals.
b. Charts. ]
c. Forms and Job orders.
d. Flat rate manual.
e. Manufacturer's specifications.
f. Parts manual,
2.0203 Demonstrate proper use of common shop
terminology.

PERFORMANCE STANDARDS:

- In given shop situation, choose and use most appropriate
shop manuals for reference as well as other references and
shop operating procedure guides meeting the instructor's
standards.

SUGGESTED INSTRUCTION TIME: 2 Hours

RELATED TECHNICAL INFORMATION:

-~ Locate vehicle "Identification Tag/Plate.”
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Module 2.0

STUDENT: DATE:

PERFORMANCE TESTS:

1. FProm instructor provided illustrations or actual parts,
identify automotive fasteners such as bolts, nuts, washers,
cotter pins, snap rings, tapping screws, and other
devices used to connect automotive parts and trim.
Accuracy must be to the instructor’'s standards using
acceptable terminology.

COMPETENCY LEVEL:
COMPETENCY LEVEL:
COMPETENCY LEVEL:
COMPETENCY LEVEL:
COMPETENCY LEVEL:

&L R O
E i B e W o W i
et Vgt Vgt Veget®  eget®

2. Choose and correctly use shop manuals and other reference
publiications provided by the instructor to demonstrate
proper understanding of trade terminology and to correctly
locate information desired. Performance must meet the
instructor's standards.

COMPETENCY LEVEL:
COMPETENCY LEVEL:
COMPETENCY LEVEL:
COMPETENCY LEVEL:
COMPETENCY LEVEL:

N O
— i r— g -,
T M N S Vst

TRUE/FALSE:

1. __ A bolt is used in a threaded hole.

2. ___ A stud is a fastener with threads at both ends.
3. ___ A cotter pin is used with a castellated nut.

4. Metric and English fasteners usually may be

interchanged.

5. The strength of a fastener is given as a grade
marking or number.
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IDENTIFY:

—

The drawing below contains various fasteners used in automotive

service work. Match the fasteners circled with the appropriate

terminology by placing the number next to the terminology in
the blank next to the letters.

| =Flangeslack nute Z_Fillister head machine scraw. 3_Barrel prong put, 4—
Wing nut. 5-Cap secrew. 6=Pal aut, 7-Corriage bale, 8_5Pring nut. 9-12-point heed bolt. [10_Raund
head mochine sctew. 1 Askew.head Solt, 12.5ingie thread nut. 13Fianged aut. 14.Cap scremw. 15-
Anchar qut, 18.Plkin hex nut. [7-Hex tlonge screw. 13~ Acorn (cap) nut. 19_Flat hecd sctew, 20-
Smoll Hot head screw. U =Speed aur. 22-.5Shewt meral screw. 23=Locking nut. 24=Key, 25.01{sut (acs
centncl stud, W=Thin avt. 27_Corter prn. 28~ Sackes head buit, 22.Loacking ner. 30-Wing nur. 31—
Specialty nute 32=Toothed fock woshers. 33-Thumbscraw. JM=Stud, 35_5nap 1:ing. I6naSpring lock pra.
37.Cra33 bwad mochine screwm. 38 Panel qut. 39~Flonged hex sloted Sead screw. S0 5Pt lack washer,
d1.Heax socket head bolts dl-Welded aut. 43=Plow bLalr. 14-Clevis pine 45=0pwn 100 ocorn nute 46=
Closad top acorn auts 47-5quare heod cop screw, {8-Woadruii key, 49.5elfuapping screw. 50-Serrared

nut, ST=Siotred au. 52501 screw. 53 Costie nut, S4_F1ot washer. 55.Castis nut.

BEST oY RUALABLE,




MODULE 3.0

INTRODUCTION TO BODY AND FRAME CONSTRUCTION
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AUTO BODY
INTRODUCTION TO BODY AND FRAME CONSTRUCTION
SUGGESTED INSTRUCTION TIMES

AUTO BODY SUGGESTED
MODULE/TASK HOURS
Module 3.0 INTRODUCTION TO BODY AND FRAME

CONSTRUCTION
3,01 Identify Parts of Typical Auto

Body Construction 12
3,02 Identify Typical Auto Frame

Construction and Explain Importance

of Frame Alignment 3

TOTAL 15
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MODULLE/TASK
Module 3.0

3.01

3.02

TASK LISTINGS
AUTO BODY

DESCRIPTION
INTRODUCTION TC BODY AND FRAME CONSTRUCTION

(Identify Parts of Typical Auto Body Construction)
Given diagrams of different auto body parts and
construction, identify by proper name the components
with 100 percent accuracy.

(Identify Typical Auto Frame Construction and
Explain Importance of Frame Alignment} Given
diagrams of different auto-body frames or sample
automobiles with different frames, identify the
basic frame types and parts to the standards of
the instructor.
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MODULE 3.0 INTRODUCTION TC BGDY AND
FRAME CONSTRUCTION

TASK 3.01 IDENTIFY PARTS OF TYPICAL
AUTO BODY CONSTRUCTION

PERFORMANCE OBJECTIVE:

Given diagrams of different auto body parts and construction,
identify by proper name the components with 100 percent
accuracy.

PERFORMANCE ACTIONS:
3.0101 Identify by correct terminology:

a. Malor Parts:
(1) Inner panels
(2) Quter panels
(3) Doors and deck lids
(4) Hoods
(5} Fenders
(6) Roof panels
(7) Floor pans
(8) Rear duarter panels
{9) Center body pillars
{(10; Rocker panels
b. Exterior Trim: (Emphasized during
2nd year)
{1) Molding
(2) Ornaments
(3) Locks
(4, Bumpers
(5) Grille
c. Interior Trim: